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Basic Concepts 
Before running a report it is extremely important that you understand the concept of Range and Browser vs. 
Browser Only. This concept is prevalent on every report in the system. While every report allows you to 
choose between using the Range and Browser option and using the Browser Only option, some reports are 
more effective using one setting or the other. 
 
Range and Browser 
When you select the Range and Browser option, you are telling the system the following: 

• Report on everything from the Beginning Range through the Ending Range. 
• Report on anything selected in the Browser. If nothing is highlighted in the browser, the report 

output will use just the Range. 
 
Browser Only 
When you select the Browser Only option, you are telling the system to disregard the Beginning and Ending 
Range and just report on whatever is highlighted in the Browser. 
 
Browsers 
A browser is a list of records in a scrollable box. Scroll up/down with the mouse or up/down arrow keys to 
view all of the records. Click on the browser column headings to sort the browser in that column's data order. 
Press the first letter or number of the record you want to find and the cursor will move to the first occurrence 
of that letter. Press the space bar to clear the buffer and enter another letter or number to search again. For 
example, if you are in an activity browser, click on any activity and start typing the numbers of the activity you 
wish to find. 
To highlight more than one item in a browser, hold down the Ctrl key on the keyboard and click on each item 
you want to select. 
To highlight consecutive items in a browser, highlight the first one, then hold down the Shift key and click on 
the last item. All the items between the first and last will be selected. 
 
Example 1 
You want to run a Roster Report for all your Infant rooms. Your infant rooms are numbered as follows: 
900100 Section 01, 02, 03, 04, 05. You have two options: 

1 Select the Browser Only toggle and highlight each Infant room in the Activity/Section browser (by 
holding down the Ctrl key and clicking on each section for activity 900100). 
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2 Select the Range and Browser toggle, and right-click in the Beginning Act/Sec field and select 

the first Infant room (900100 Section 01). Then right-click in the Ending Act/Sec and select the 
last Infant room (900100 Section 05). By doing this you will get rosters for section 01,02, 03, 04, 
and 05. 
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Example 2 
You want to run a Roster Report for all your Infant and Pre-School rooms. Your Infant rooms are numbered 
900100 section 01, 02, 03, 04, 05; your Pre-School rooms is numbered 900103 section 01. In between your 
Infant and Pre-school rooms there is a toddler room. 
You could use the Range and Browser option and enter your infant rooms in the range, then highlight the 
pre-school rooms in the browser. You also could enter the pre-school rooms in the range and highlight the 
infant rooms in the browser. 
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Global Reports 
Global Childcare Statement (Tax Statement for Parents) 
The Global Childcare Statement report provides parents with a record of all the payments made towards 
activity balances in classes that have been flagged as “child care” activities (see Activity Section 
Maintenance - Core 2 screen). This report can also be run to include money paid against the family’s Pass 
Registrations (Annual Registrations) or Pass Visits (Hourly Care/Late Pickups). 
The statements should be run at the end of the calendar year for distribution to the parents, but they can be 
run for any date range. This is helpful if you have a parent that is PCSing in the middle of a calendar year. 
The report prints the Transaction Date, Family Member, Module, Transaction Reference, Clerk, and 
Transaction Amount for each selected household. 
Go to Reports  Global  Global Financial Reports  Global Childcare Statement. 
Hint: On the Details screen, skip pay codes that reflect discounts or methods of payment where no money is 
exchanged (e.g., vacation pay codes, coaches discounts, employee discounts, agency pay codes, etc.) in 
both the Credits and Debits browsers. Failure to skip these types of codes may overstate the parent’s Net 
Payment amount. 
This report is typically run with the Browser Only option, but if running by classroom on the Detail screen, you 
use the Range and Browser option with a name range of <blank> thru ZZZZZZZZZZZZZZZZZZZZ. 
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The following screen shots reflect running the report for one person: 

 
 

Details Screen 
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Global Trial Balance 
The Global Trial Balance report is used to show anyone in the system that has a debit or credit balance in 
any Module or in selected Modules. The report lists Household Name, the Module-By-Module Balances and 
Total Balance Due for the ranges selected. 
Go to Reports  Global  Global Financial Reports  Global HH Trial Balance. 
Hint: In the Minimum Balance To Show field, enter 1.00 to view households who have a balance due of 
$1.00 or more in any of the modules included in the Balances to Show column. Enter -1.00 in the Minimum 
Balance To Show field to view households who have a credit balance of $1.00 or more in any of the 
Modules included in the Balances to Show column. Enter 0.00 in the Minimum Balance To Show field to 
view all households with a credit or debit balance in any of the Modules included in the Balance to Show 
column. 
Other dollar amounts can be substituted. For instance, if you want to see people with a balance of $100 or 
more, enter in 100.00 in Minimum Balance to Show field. Select the Show Zero Balances option to view 
those households with a zero balance. 
This report is typically run with the Range and Browser option, using a name range of <blank> thru 
ZZZZZZZZZZZZZZZZZZZZ. 
 
The following screen shot reflects running the report for debits and credits for all households for all modules: 
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Global HH Transaction History Status 
This report shows all transactions that have taken place on a household, including registrations, payments, 
payment reversals, cancellations, fee increases/decreases, billings, etc. It can be used to help troubleshoot 
household issues or simply to provide proof to parents that certain payments/transactions have been made. 
Go to Reports  Global  Global Financial Report  Global HH Transaction History Listing. 
Hint: Pay close attention to the transaction date range and module selections (toggle them all). On the 
Details screen, make sure the All Transaction Types option is selected. 
This report is typically run using the Browser Only option. 
 
The following screen shot reflects running a Transaction History for one household: 
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Global Receipt Reprint 
This report allows you to reprint a receipt for a customer. 
Note: Some receipts cannot be reprinted. If the system cannot reprint the receipt, print a Transaction History 
for the household using Global HH Transaction History Listing (see above). 
Hint: There are many ways to run this report. The easiest way is to use Global Household Inquiry to find the 
receipt number of the transaction you want to print. 
Go to Inquiry  Global  Global Household Inquiry. In the Lookup field, enter the last name of the 
household. Press Enter. On the Household Listing screen, highlight the household and click Select. Click 
Txn History. Click OK to accept all History Search Criteria. 

Note: The “Descending Order” option shows the newest transactions at the top of the list. 

Find the transaction and scroll to the right until you see the receipt number. Click Exit twice to return to the 
Main Menu. 
Go to Reports  Global  Global Financial Reports  Global Receipts Reprint. 
If you have the receipt number 
Select the All Households option. In the Date Range fields, enter 07/01/1985 thru today’s date. Enter a time 
range of 12:00-12:00. Enter the receipt number in both of the Rcpt Range fields. 

Note: If you don’t enter the actual receipt number, you are telling the system to print all receipts for all 
households. You do NOT want to do this) 

In the User Range fields, enter <blank> thru zzz. Toggle on the box next to each module. 
 

The following screen shot reflects running a receipt reprint for a specific receipt number: 
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If You Don’t Have the Receipt Number 
Select the Selected Households option. Highlight the appropriate household in the Household browser box. 
Click on a household and type the first few letters of the sponsor’s last name to jump to the names that start 
with those letters. 
In the Date Range fields, enter the approximate date of the receipt being requested. In the Receipt Range 
fields, enter 0 thru 999999999. This will print any receipts for this household in the Date Range. 
The following screen shot reflects running the report when you don’t have the receipt number: 
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Activity Reports 
Activity Listing 
This report can be run to quickly show if you are at capacity. It includes the Maximum Count, Enrolled Count, 
and Available. 
Go to Reports  Activity  Activity Status Reports  Activity Listing. 
Hint: Prior to running this report you should go to Utilities  Activity  Roster Utilities  Roster 
Resequence. Once there, select your center’s beginning and ending class range and select to Recalculate 
Enrollment Count Totals for Range. All other toggle boxes should NOT be selected. Failure to do this prior 
to running the Activity Listing may skew your results. 

 
 
Hint: When running the Activity Listing, make the Sec Date range 7/1/1985 thru 12/31/2099 and select to 
create a Detail Report. 
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The following screen shots reflect running the report for one center: 

 
 

Details Screen: 
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Birthday/Grade Report 
The main purpose of this report is to identify children in your center who have a birthday in a given month. 
Go to Reports  Activity  Activity Enrollment Reports  Birthday/Grade Report. 
Hint: Accept the defaults for the Age Range To Include fields (0 thru 999.99) and the Grade Range To 
Include field (0 thru 19.00). 
If you are running this report for more than one activity, select the option to Sort By Activity. Next, click 
Details>> screen and toggle on the New Page Per Activity option. This will print a sheet for each room and 
allow you to post each report in the appropriate room. 
Toggle on the Show Birthday option and make sure you select the toggle for the appropriate month. 
The following screen shots reflect running the report for children in the infant room with a December birthday: 

 
 

Details Screen: 
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Activity Roster 
This report shows children enrolled in your CDC, SAS, and YS camps and programs, as well as FCC homes. 
It is run by classroom or home and can be run to print names of the children, emergency contacts, 
addresses, birthdays, and much, much more. 
Go to Reports  Activity  Activity Roster Reports  Activity Rosters. 
Hint: Accept the default for the Age Range, Grade Range, and Date Range fields (0 thru 99.99, 0 thru 
19.00, and 07/01/1985 thru 12/31/2099, respectively). Most problems running this report come from 
changing those ranges. 
Click Details>>. Using the dual selection lists, add or remove print fields from the left selection list that you 
want to appear in the first, second, and third column. Add only print fields that do NOT end in (L). 
Add or remove print fields from the left selection list that you want to appear in the long row. The long row 
prints below the three columns. Only add print fields that end in (L). 
The following screen shots reflects running the report to show children in the infant room: 

 
 

On the Details screen, select the child’s name, age, sponsor (primary guardian) and home phone: 
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Class Attendance Worksheet 
This report allows you to print Sign In/Out sheets for your classrooms. 
Go to Reports  Activity  Activity Instructor Reports  Class Attendance Worksheet. 
Hint: Make sure CYMS Sign In/Out is selected as the Roster Checklist Option and the Week Starting date 
is a Monday. This will print 1 week’s worth of attendance boxes. On the Details screen you can select to print 
the household’s work phone. 
 
The following screen shot reflects running the report for one center: 
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Pass Reports 
Pass Visit History Report 
This report shows visit data for a given date range. It can show visits to your building, a range of buildings, or 
isolate specific people in your database. This report shows the number of visits, visit length, and any revenue 
that may have been taken in during that time (hourly fees and late pickups). 
Go to Reports  Pass Visit Reports  Pass Visit History Report. 
Hint: Typically, this report is run for the user’s building. 
To run this report for one building, select the Range and Browser option. Leave the Type range <blank> thru 
ZZZZZZZZ. Leave the Pass Number range 1 thru 999999. Enter the Date Range you wish to report on. 
Select whether you want a Detail or Summary report. Detail shows who visited and makes the report 
longer; Summary shows the number of visits only. 
Click Details>>. Right-click in the Beg/End Visit Location fields and select your building. 
To see how many times a specific child has visited your building, follow the steps above except in the Pass 
Number Range, enter the child’s pass number. 
The YS might run this report to see how many MST vs. MZZ kids visited their building. To do this, they would 
isolate the pass type they wish to report on using the Range and Browser or Browser Only option. 
The following screen shot reflects running the report for all visits in the month of December, in detail: 

 
 

On the Details screen, use the Visit Location range to select 1783: 
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Pass Labels/Letters 
This report can be used to find households that need to re-register or to find people who have a certain pass 
type. You can create address labels, send a user-defined letter, send an email, or simply run a report. 
 

To create a letter 
Go to Files  System  Other File Maintenance  Letter/Waiver/Rules Maintenance. 

 
 
Click Add. Choose Labels/Letters as the Letter Type. Enter an ID code for this letter (e.g., Rereg). 
Click Next. Enter a description for this letter (e.g., Re-registration Notice). 

 
Click Next. 
Type the body of the letter. Note that the system will fill in the Dear _____ and the address lines during letter 
processing. 
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Note: You can make one Re-reg letter instead of twelve (one per month), but don’t forget to update the 
month in the letter body every time. 
 

Go to Reports  Pass  Pass Labels/Letters. 
Hint: Most people use Pass Labels/Letters to find households that have expiring passes. 
On the front screen, consider the Match Option—if a household has three kids, all with expiring passes, All 
Matches will generate 3 letters, one for each kid. The Unique Households option will only generate one 
letter. 
Select the Use ‘Quick’ Member Selection option. 
Click Details>>. Depending on who is running this report, central registration or the actual program, make 
the Pass Type Range wide open or isolate your own pass type. 
Enter the date range you wish to report on (e.g., 12/01/03 thru 12/31/03 for passes expiring during the month 
of December). 
In the Date Option field, select the Expiration option to match the date range to the expiration date. Include 
Active passes only. 
When you click Print, the system will process your selections and bring you to the Options screen. 
Regardless of which options you choose, you must click on the corresponding Options button (Label 
Options, Letter Options, Report Options, etc.) for more detailed selections. If you are printing letters, click 
Letter Options. Right-click in the Letter ID field and select the letter you created above. 
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The following screen shots reflect running the labels and letters report for Child passes expiring in December 
of 2003: 
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Court Reports 
Court Reservation Report II (CYS) 
This report is used to see the hourly reservations that have been made for a given date range. This report is 
typically run every morning. 
Go to Reports  Court  Court Reservation Report II (CYS). 
Hint: Most centers like to sort by Time so they can see the order in which children should be arriving, earliest 
to latest. It is recommended that you run this report once for each hourly room, rather than one report for all 
rooms. 
The following screen shot reflects running the report for the hourly infants expected on a particular day: 
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CYS Reports 
Shot Report 
This report is mainly used to identify children who have overdue shots. It can be run for a range of 
classrooms, homes, or for anyone in the database. 
Go to Reports  CYS  CYS General Reports  Shots Report. 
Hint: This report is typically run for Range and Browser with the Shot Range wide open (<blank> thru 
ZZZZZZZZ). 
To list anyone with a shot due in June, the Due Date range would be 06/01/04 thru 06/30/04. To list anyone 
with a shot due any day up until today, the Due Date range would be 07/01/1985 thru the current date. To list 
shots due, run with a Show option of Shots Not Done. 
Click Details>>. On the Details screen, leave the Member range wide open (<blank> thru 
ZZZZZZZZZZZZZZZZZZ). Select the Skip Family Member If Pass Is Expired and Skip Family Member if 
Household is Inactive options. 
To run the report for an Activity Range, select the Require Class Match Based On Class Range Above 
option and choose your Beginning and Ending class. 

Note: If running for an Activity range, hourly children will be skipped since they are not enrolled in a program. 

To look at everyone in the database (hourly and children in programs), do NOT select the Require Class 
Match Based On Class Range Above option. 
The following screen shots reflect running the report for any shots due through the end of December at one 
center: 
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Details Screen: 

 
 
Allergy Report 
This report is used to identify children in classrooms, homes, or activities who have allergies. It can be run to 
print the reaction and treatment information found in the family member file. 
Go to Reports  CYS  CYS General Reports  Allergy Report. 
Hint: This report is typically run with the following options selected: Print in Detail, Print Comments, Print 
Reactions, Include Food Allergies, Include Env Allergies. 
The Review Date range is irrelevant unless the Req Review Only option is selected, in which case the 
system is looks at the next review date connected to the allergy in the family member file and compares it to 
the Review Date range. 
Click Detail>>. If you are running for multiple classrooms/homes, sort by room. 
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The following screen shots reflect running the report for children with any allergy in one center sorted by 
room: 

 
 

Details Screen: 

 
 
Family Care Plan 
This report is used to show who is due to bring you a family care plan. It can also be used to show people 
who already have a family care plan. 
Go to Reports  CYS  CYS General Reports  Family Care Plan Report. 
Hint: To be included in this report, a household MUST have the Family Care Plan Required? option 
selected. 
If you run this report to show people who are coming due or overdue for a family care plan, the Family Care 
Plan Due Date on the household (Financial Info screen) must fall within the date range entered in the report 
parameters. 
If you run this report for households with a family care plan, the Family Care Plan Received Date on the 
household (Financial Info screen) must fall within the date range entered in the report parameters. 
Select Print Households Without a Family Care Plan Due Date? to show households that may have the 
Family Care Plan Required option selected on the household, but no Family Care Plan Due Date entered 
on the Financial Info screen. 
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The following screen shot reflects running the report for households that are coming due or past due for a 
Family Care Plan through 12/31/03: 

 
 

The following screen shot reflects running the report for households whose Family Care Plans were signed 
during the month of December: 

 
 
Health Assessment/Physical 
This report can be run to show children that have health assessments or physicals or to show children with 
health assessments or physicals that are coming due. The report can be run for a class range or for the 
entire database. 
Go to Reports  CYS  CYS General Reports  Health Assessment/Physical Report. 
Hint: This report only shows data for family member #3 and higher—it doesn’t show sponsor and spouse 
data. 
This report should be run every month for a wide-open Expire Date range. For example, 1/1/1985 to 
7/31/04. On the next month: 1/1/1985 to 8/31/04. Etc. 
When the Only Records with a Date option is selected, the report will print the children’s names whose last 
health assessment or physical date plus the Assessment/Physical Good For days equals a date in the 
Expire Date range. For example, a child’s health assessment date is 1/1/03. If the Expire Date range on the 
report is 1/1/85 to 1/31/04 and the Assessment/Physical Good For days is 365, this child will be included in 
the report since he is due for another health assessment on 1/1/04. 
Whatever you enter in the Assessment/Physical Good For field will be added onto the actual date in the 
family member’s file and compared to the expiration date range. 
When the Only Records with No Date option is selected, the Assessment/Physical Good For field and 
Expire Date range are not used. The report will include anyone without a health assessment or physical 
date. 
Click Details>>. On the Details screen, leave the Pass Type range wide open (<blank> thru 
ZZZZZZZZZZZZZZZZZZ). Select the Skip Family Member If Pass Is Expired option. 
To run the report for an Activity Range, select the Require Class Match Based On Class Range Above? 
option and choose your Beginning and Ending Class. 

Note: When this report is run for an Activity range, hourly children are skipped since they are not enrolled in 
a program. 

To look at everyone in the database (hourly and children in programs), do NOT select the Require Class 
Match Based On Class Range Above? option. 
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The following screen shots reflect running the report for children at one center who are coming due for health 
assessments through 12/31/03: 

 
 

Details Screen: 
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Transition Report 
This report lists children by age by activity. It helps identify children who may be approaching or beyond the 
age range for their current activity and are in need of transition. 
Go to Reports  CYS  CYS General Reports  Transition Report. 
Hint: It is best to run this report every month for each category of class from oldest to youngest (school age 
classes, kindergarten classes, preschool, etc.) since the ability to move an infant to a pre-toddler class is 
dependent on a pre-toddler slot being created by a pre-toddler having moved to a toddler class, and so on. 
Example 1: You want to print a report of all the children in toddler rooms who will be in need of transition on 
or before September 1, 2004. 
In the Future Transition Cutoff Date field, enter 09/01/2004. Select the Include Delinquent Transitions 
option. The system will look at the age of every child in the toddler rooms on 9/1/04, compare that to the Age 
Range on the classes’ Activity Maintenance Core 2 screen, and report on the children who will be too old for 
the room. This is a useful tool to identify where your future transitions are going to be. 
 

Example 2: You want to print a report of all the children in toddler rooms in need of transition in the months of 
August and September. 
In the Future Transition Cutoff Date field, enter 9/30/2004. In the Delinquent Transition Cutoff Date field, 
enter 8/01/2004. De-select the Include Delinquent Transitions option. The system will look at the age of 
every child in toddler rooms between 8/1/04 and 9/30/04, compare that to the Age Range on the classes’ 
Activity Maintenance Core 2 screen, and report on the children who will be too old for the room. 
 
The following screen shot reflects running the report for infants who will be too old for their classroom as of 
12/31/03: 
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Special Needs Labels/Letters 
This report can be run many different ways, the most common of which are: To see how many children have 
special needs; to see how many children are enrolled in the Exceptional Family Member Program; and to 
see who might be in need of review by the Special Needs Resource Team. This report can be run by pass 
type. 
Go to Reports  CYS  CYS General Reports  Special Needs Labels/Letters. 
 

Example: 

Child # Does this child have 
any ‘Special Needs’ 

Enrolled in ‘Exceptional 
Family Member Program’ 

SNRT Init Review Last SNRT Update 

1 Yes Yes None None 

2 No Yes 08/01/2002 None 

3 No Yes None 10/01/02 

4 Yes No 01/01/2001 01/01/02 

5 Yes Yes 01/01/2001 11/01/02 
 

To show children with special needs: 
• Select the Include Fam Members Flagged With ‘Special Needs’? option. 
• Select the Skip Family Members With Expired Passes? option. 
• When you run the report this way, the As Of Date and Good For Days fields are not used. 
• In the above scenario, child 1, 4, and 5 will be included. 

 

To show children that are enrolled in the Exceptional Family Member Program: 
• Select the Include Those In The ‘Exceptional F/M Program’? option. (Selecting this option 

means the As Of Date and Good For Days fields are used.) 
• Select the Skip Family Members With Expired Passes? option. 
• Enter a future date of the end of next year for the As Of Date and 1 in the Good For Days 

field. 
• In the above scenario, child 1, 2, 3, and 5 will be included. 

 

Note: The date entered in the As Of Date field is the date used by the system to determine if someone 
should be included. For example, if you enter 90 in the Good For Days field, the system will add 90 days to 
the initial review date or the last review date on the child’s file, and compare it to the As Of Date. If the initial 
or last review date plus the good for days is less than the As Of Date, the child will be included since he is 
delinquent. 
If you run this report with both the Include Fam Members Flagged With ‘Special Needs’? and Include 
Those In The ‘Exceptional F/M Program’? options selected, the child would only need one or the other to 
be included. In the above scenario, child 1, 2, 3, 4, and 5 would all be included since all of them have at least 
one or the other selected. 
 

To show kids who might be in need of review by the Special Needs Resource Team as of 8/31/03: 
• Select the Include Those In The ‘Exceptional F/M Program’? option. (Selecting this option 

means the As Of Date and Good For Days fields are used.) 
• Select the Skip Family Members With Expired Passes? option. 
• Enter 8/31/03 in the As Of Date field and 365 in the Good for Days field. 
• In the above scenario, child 1 and 2 will be included. 
• With 10/31/03 in the As Of Date field and 365 in the Good For Days field, child 1, 2, and 3 will 

be included. 
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Other fields on the Special Needs Labels and Letters screen 
Sort: If you sort by Review Date, the report will show the most delinquent to the least delinquent. 
Skip (Under the Pass Type Range): With this option selected, children don’t need a pass to be listed on the 
report. This option is typically used in conjunction with the Exclude option on the Details screen. For 
example, you could skip the pass match requirement, but exclude anyone with an MST pass on the Details 
screen. 
Include Only People w/o Init or Last Review Dates: This works in tandem with the Include Those In The 
‘Exceptional F/M Program’? option. If the family member has the Enrolled in ‘Exceptional Family 
Member Program’ option selected (and the Include Those In The ‘Exceptional F/M Program’? option is 
selected on the report screen) but no initial or review date exists, those children will be included. 
When both the Include Those In The ‘Exceptional F/M Program’? and the Include Only People w/o Init 
or Last Review Dates options are selected, the As of Date and Good For Days fields are ignored. 

Note: This report should be run proactively to pick up people who are coming due rather than past due. To 
do so, enter a future process date (e.g., two months out) so reviews can be scheduled effectively. 

 
USDA Statistics Report (Child Statistics) 
This report shows how many family members are Free, Reduced, and Paid. It can be run either for an 
activity range or for the entire database. To be included in the report, the child must have a valid pass 
membership; children with expired passes are not included. A Free household with four children will count as 
4 Free records on this report. 
Go to Reports  CYS  CYS General Reports  USDA Statistics Report. 
 

To run for an activity range 
In the Location range, enter <blank> thru ZZZZZ. Enter the range of classes you want to report on. Select 
the Require Class Match Based On Class Range Above? option. The report will include Free, Reduced, 
and Paid totals on the kids enrolled in the class range. Two children in the same activity from the same Free 
household would count as two Free records. 
 

To run for the entire database 
In the Location range, enter <blank> thru ZZZZZ. De-select the Require Class Match Based On Class 
Range Above? option. The report will include Free, Reduced, and Paid totals for everyone in the database 
that has a valid pass. A Free household with 4 children will count as 4 Free records. 
 

Selecting the Print Each Detail Record option will show the name of each included child. De-selecting this 
option will show only Free, Reduced, and Paid totals for your selection criteria. 
Sort Option: Select whether you wish to sort the report by USDA income category or by the children’s age. 
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The following screen shot reflects running the report for one center in detail: 

 
 
USDA Status Report (Household Statistics) 
This report is similar to the USDA Statistics Report, but shows how many households are Free, Reduced, 
and Paid. It can be run either for an activity range or for the entire database. Since this report counts 
households, valid pass memberships are not required. 
Go to Reports  CYS  CYS General Reports  USDA Status Report. 
 

To run for an activity range 
In the Location range, enter <blank> thru ZZZZZ. Enter the range of classes you want to report on. De-
select the Skip Activity Match Requirement option. The report will include Free, Reduced, and Paid totals 
on the households enrolled in the class range. Two children in the same activity from the same Free 
household will count as one Free record. 
 

To run for the entire database 
In the Location range, enter <blank> thru ZZZZZ. Select the Skip Activity Match Requirement? option. 
The report will include Free, Reduced, and Paid totals for all the households in the database regardless of 
whether they have a valid pass membership. A Free household with two children will count as one Free 
record. 
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The following screen shot reflects running the report for one center in detail: 

 
 
Income Status Report 
This report can be run for an activity range to show how many Cat I households there are vs. Cat II 
households, etc. 
Go to Reports  CYS  CYS CDC Reports Income Status Report 
Hint: When running this report, select the Print Sub-Totals By Activity? option. De-select the Print Sub-
Totals By Location? option. The most valuable portion of this report is at the bottom where it totals how 
many Cat 1–6 family members and households there are in the activity range. 
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The following screen shot reflects running the report for one center: 

 
 
Facility Usage Report 
This report is used to show how many males and females visited a particular location broken down by 
sponsor status (M-Active, M-Guard, etc). 
Go to Reports  CYS  CYS General Reports  Facility Visit Usage Report. 
Hint: Visits will be counted as unique visits per day. For example, a child with two visits in the same day will 
be counted once. A child with one visit yesterday and one visit today will be counted twice as long as the 
date range includes both days. 
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The following screen shot reflects running the report for child visits to a particular building for the month of 
December: 

 
 
HH/FM Profile Print 
This report allows you to print any combination of the Household and Family Member screens. Aside from 
the obvious uses of this feature, some bases use it to give their FCC Providers information about the children 
in their homes. With an approved coversheet complete with legal jargon, the profile print can become the 
hard copy of your file (in place of the current Army/Navy/Marine forms). 
Go to Files  Activity  Household Maintenance. 
In the Lookup field, enter the last name of the household. Press Enter. On the Household Listing screen, 
highlight the household and click Select. Click Members. You will proceed to the Family Member Listing 
screen. 
Highlight the child and click Profile Prt (at the bottom of the screen). Select the appropriate options. 
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The following screen shot reflects running the report for a child for all the major household and family 
member screens: 

 
 
Profiles can also be printed from the HH Inquiry, Family Member Listing screen. 

To print profiles by an activity range, go to Reports  System  Other Reports and Listings HH/FM Profile 
Print. 
 
Bill/Tran Code Revenue II Report 
This report is used to show how much revenue you have made for a given date range for particular bill or 
tran codes. Since Center 1 would have different bill codes than Center 2, it is possible to target one center’s 
revenue or even one center’s full or part day revenue. 
Go to Reports  System  System Financial Reports  Bill/Tran Code Revenue Report II. 
Beware: Since you cannot restrict by payment type, this report will show money that was paid in as vacation 
credits, customer discounts, agency payments, etc. as revenue. 
Hint: The Details screen is only relevant if running the report for Pass or Tran Code related revenue. 
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The following screen shot reflects running the report to show one center’s full day and full day late revenue 
for one year: 
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